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TAGS: OVIP (KISSINGER, HENRY A.) 

SUBJECT: SECRETARY'S VISIT: OVERALL SECRETARIAT REQUIREMENTS 

THE PRIMARY S/S FUNCTION IS TO PROVIDE INFORMATIONAL 
SUPPORT FOR THE SECRETARY AND HIS STAFF. IT ACTS AS THE 
CLEARING HOUSE FOR THE SECRETARY'S CABLE TRAFFIC (REQUIRE- 
MENTS IN THIS REGARD ARE OUTLINED IN SEPTEL). OTHER S/S 
RESPONSIBILITIES INCLUDE SCHEDULING, PREPARATION OF 
BRIEFING MATERIALS FOR THE SECRETARY AND COORDINATING 
ACTIVITIES OF THE PARTY: 

1. PERSONNEL: EXECUTIVE SECRETARIAT TEAM OF FSO RONALD 
WOODS AND SECRETARY, KARLA GEBERT WILL ARRIVE ABOARD THE 
SECRETARY'S AIRCRAFT. AN S/S ADVANCE TEAM WILL PRECEDE 
THE SECRETARY'S ARRIVAL. NAMES AND ARRIVAL TIME WILL BE 
CABLED LATER. 

2. ADVANCE TEAM: THE ADVANCE TEAM FUNCTION IS TO ENSURE 
THAT ALL REQUIREMENTS FOR THE SECRETARY'S VISIT ARE BEING 
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MET. STARTING WITH THE ADVANCE TEAM'S ARRIVAL S/S SHOULD 
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BE ASSISTED FULL TIME BY AN S/S LIAISON OFFICER. PLEASE 
CABLE NAME OF LIAISON OFFICER, WHO SHOULD MEET ADVANCE 
TEAM ON ARRIVAL. A FILE OF ALL MESSAGES THE POST HAS 
RECEIVED RELATED TO THE TRIP SHOULD BE AVAILABLE TO S/S. 

THIS CAN EASILY BE DONE BY ASKING C&R TO SLOT EACH CABLE 
ON THE VISIT FOR S/S. 

3. SCHEDULING 

A. WE REALIZE THAT THE CHINESE ARE RELUCTANT TO 
PROVIDE SCHEDULE INFORMATION IN ADVANCE, BUT WITHOUT 
PRESSING CHINESE, USLO SHOULD REPORT SCHEDULING INFORMATION 
AND SUGGESTIONS AS THEY BECOME AVAILABLE. 

B. THE FOLLOWING INFORMATION IS PARTICULARLY USEFUL: 

1. TIME AND LOCATION OF PROPOSED MEETINGS AND OTHER 
EVENTS, INCLUDING SUGGESTED PARTICIPANTS ON BOTH SIDES. 

2. ANTICIPATED PRESS ARRANGEMENTS AND COVERAGE FOR ALL 
EVENTS, INCLUDING ARRIVAL AND DEPARTURE PLANS. 

C. APPROXIMATELY 36 HOURS BEFORE SECRETARY'S ETA, USLO 
SHOULD RECAP ALL SCHEDULING INFORMATION BY IMMEDIATE 
CABLE TO THE SECRETARY'S PARTY. SEND UPDATED INFORMATION 
AS SOON AS IT BECOMES AVAILABLE. 

4. MISCELLANEOUS ARRANGEMENTS: 

PLEASE FURNISH DRAFT THANK-YOU NOTES FROM THE 
SECRETARY TO APPROPRIATE OFFICIALS TO S/S ADVANCE TEAM ON 
ARRIVAL. DRAFTS MUST INCLUDE EXACT AND CORRECT 
ADDRESSES, SALUTATIONS, AND TITLES. 

5. ATTENTION IS DRAWN TO S/S REQUIREMENTS FOR DUTY 
SECRETARIES AND COURIERS OUTLINED IN ADMIN CABLE. KISSINGER 
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